
Portal Payment  System
(PPS)
MANAGING THE SUBSTANCE USE DISORDER (SUD)  VOUCHER PROGRAM



PPS

More Efficient
Electronic

& Paperless

Streamlined

communication

Easy Tracking for 
Providers



Training on the PPS Processes
1. Accessing the Portal

2. Provider Account

3. Individual Application Process 

4. Release of Information Process 

5. Prior Authorization Process

6. Invoice Process

7. Training & Technical Assistance  



Accessing the PPS
Obtain a ND Login Account

➢ Each program must have a ND Login Account to access the PPS

➢ Your program may already have a NDLogin account if you are   
registered with the North Dakota Secretary of State. You may use this 
same account or create a unique login to access the PPS



Accessing the PPS
A Program should only have one ND Login Account 

Use Existing ND 
Login Account

Create Unique ND 
Login Account 



Accessing 
the PPS

Use Existing 
ND Login 
Account. 

Link to the ND Applications Portal  

https://portalapps.nd.gov/sud-
voucher/provider-portal/

https://portalapps.nd.gov/sud-voucher/provider-portal/


Accessing the PPS
Enter your Program’s ND Login and Password then click ‘Login’ button



Accessing the PPS: Provider View
Active Vouchers, Releases, Individual Applications and Provider Account tabs. This 

view displays all Active  Individuals with Voucher ID who have been approved 



Accessing 
the PPS

Create  ND 
Login 
Account

Direct Link to the registration page 
https://apps.nd.gov/itd/ldap/registration.htm

https://apps.nd.gov/itd/ldap/registration.htm


Accessing the 
PPS

Enter all account 
details and Click 
‘Create Account’



Accessing the PPS
Enter your Program’s ND Login and Password then click ‘Login’ button



Accessing the PPS: Provider Portal Overview
Active Vouchers, Releases, Individual Applications and Provider Account tabs. This 

view displays all Active  Individuals with Voucher ID who have been approved 



Provider 
Account

USING THE 
PPS



Provider Account: Adding Contact
Under ‘Provider Account’ tab click the Add Contact button to add staff who will be working 

within the SUD Voucher Program



Provider Account: Adding Contact 
Enter First Name, Last Name, Email Address and click Submit



Provider Account: Inviting Contact  
Under Provider Account, select from the drop-down list and click Send Invitation Email 



Provider Account: Invite Received  
Click on the link in the email



Provider Account: Redeem Invite 
Click on ‘Redeem Code’ 



NDLogin and Password 
Enter your Program’s ND Login and Password then click ‘Login’ button



Accessing the PPS: Provider Portal Overview
Active Vouchers, Releases, Individual Applications and Provider Account tabs. This 

view displays all Active  Individuals with Voucher ID who have been approved 



Individual 
Application 

Process



Individual Application Process 

Individual submits 
application online

https://portalapps.nd.gov/sud-
voucher/individual-application/

Providers assist individual and 
submits application through 

PPS

https://portalapps.nd.gov/sud-
voucher/provider-portal/

https://portalapps.nd.gov/sud-voucher/individual-application/
https://portalapps.nd.gov/sud-voucher/provider-portal/


Individual Application Process
INDIVIDUAL ON-LINE

Link on-
line

Start 
Page

Complete 
& Submit

PROVIDER IN PORTAL

Individual 
Applications 

tab

Click ‘New 
Individual 

Application’ 

Start Page

Complete & 
Submit



Individual Application Process: Prep 
Information/Documents Needed

ACTIVE MEDICAID

The following is needed in order to complete 
the application: 

1. Social Security Number;

2. Medicaid Number; and

3. Any other secondary health insurance 
information 

NO ACTIVE MEDICAID 

The following is needed in order to complete 
the application: 

1. Social Security Number;

2. Any insurance information 

3. Monthly income information (wages, self-
employment wages, child support, social    
security benefits, and other retirement 
benefits)

4. Proof of monthly income (pay stubs, tax return 
from previous year, etc.)



Individual Application Process: Provider in Portal
In ‘Individual Applications’ Tab - click on ‘New Individual Application’



Individual Application Process: Start Page
Click the ‘Start’ button and answer all the questions



Individual Application Process: Submit 
After answering all questions, type in signature, add date, and click ‘Submit’



Individual 
Application 
Process: 

Once submitted – application is 
saved in the PPS

BHD is notified a new application has 
been submitted

BHD reviews and approves

Once ROI is submitted by Provider –
Provider is linked to the status of the 
application



Individual Application Process: Status Check for 
applications submitted through Portal



Release of 
Information 
Process



Release of 
Information 
Process: 

Provider has individual sign 
physical ROI document(s)

In PPS – go to ‘Releases’ Tab

Click on ‘New Release of 
Information’

Answer Questions for tracking 
purposes

Click Browse to attach physical 
ROI document(s)



Release of Information Process: Step 1

In “Releases” Tab, click on ‘New Release of Information’ button to create a new ROI



Release of Information Process: Step 2 Attach document
Enter Client Name, click Yes if authorization is ‘through payment’ or

enter a date the authorization expires. Enter the signature date on the Release and upload the Release 
of Information form. Click on Browse to find document saved in your computer and attach. Click 

‘Submit’



Release of 
Information 
Process: 

Once Submitted – BHD is notified of 
new ROI(s)

BHD reviews & approves ROI(s)

PPS links the Provider to the Individual

Once linked – updated status is visible 
to providers

Individual will now be found in ‘Active 
Vouchers Tab’ with Voucher ID number 



Release of Information Process: Step 3 Check 
Status of Application

Applications submitted by provider with Releases will show the Status 



Using the PPS



‘Active 
Vouchers’ 

Tab

View Individual 
Dashboard

Add new ROI(s)
Submit Prior 

Authorizations Submit Invoices

Track 
authorized 

funding and 
payments



Using the PPS: Search for Individuals
Type in a name to search for active individual. You can do a partial search by first or last name using the * 
symbol. If you cannot locate an individual, you need to create and submit a Release of Information under 

the Releases tab



Using the PPS: Access Individual Information
Click on Applicant Name under ‘Active Vouchers’ tab to work with Prior 

Authorizations and Invoices



Using the PPS: View Individual Dashboard
This is an Overview for the Individual’s status of all Voucher documents. This is where you submit New 

Releases of Information, New Prior Authorization requests and New Invoices



Prior 
Authorization 

Process

USING THE 
PPS



Prior Authorization Process: Step 1 Create
Click on ‘New Prior Authorization’ tab in Dashboard



Prior Authorization Process: Step 2 Enter Diagnosis
Provider Information and Recipient Information auto-populates

Enter Diagnosis and click ‘Next’ 



Prior Authorization Process: Step 3 Add Service Type
Click ‘Add Service’ button



Prior Auth Process: Step 4 Add Service Type Details 
Click the drop-down list and select a service type. Depending on what service is selected you may need 

to enter Units and Anticipated Start Date. Click ‘Yes’ for Anticipated Continued Stay for the service 
selected. Click ‘Submit’ button



Prior Auth Process: Step 5 Submit Service Type
Click ‘Submit’ button



Prior Auth Process: Step 6 Add new service type or 
submit prior authorization 

When finished adding all service types, click ‘Submit’ button 



Prior Auth Process: PPS brings back to dashboard 
The Prior Authorization will show as ‘Pending’ in Individual Dashboard until reviewed 

and approved by Behavioral Health staff



Prior Auth 
Process: 

Prior Auth Submitted by 
provider

BHD is notified of a new Prior 
Authorization request

BHD reviews and approves

Available funding can be 
found in Individual Dashboard



Prior Auth Process: Step 7 Check Status
The status will change to ‘Approved’ and display Authorized amount & Available 

amount once approved by BHD Staff. Funds are now available to create and submit a 
new invoice



Invoice ProcessUSING THE 
PPS



Invoice Process: Step 1 Create
In Dashboard Click on ‘New Invoice’ tab 



Invoice Process: Step 2
Service Provider and Client will auto-populate. Click Yes if Final Invoice and Yes if 

Post Service data completed.
Click ‘Next’ button



Invoice Process: Step 3 
Click ‘Add Service’ button to bill for a service provided



Invoice Process: Step 4
Click the drop-down list and select a service type. Enter the dates of 

services and Units. Click ‘Submit’



Invoice Process: Step 5 Adding additional service type
Repeat the same steps to add additional services to Invoice. When done 

adding all services to Invoice, click ‘Submit” button



Invoice Process: Step 6 checking status
In the Dashboard, Invoice will show ‘Pending’ until reviewed and 

approved by BHD staff. Once approved, allow for 10-14 business days to 
receive payment 



Technical 
Assistance

For Portal Payment System errors, please contact the ND 
Information Technology Department (ITD) by phone or 
email

(701) 328-4470

https://www.nd.gov/itd/onlineincident/createincident.as
px

For all other questions utilizing the Portal Payment 
System, please contact the SUD Voucher Team by phone 
or email

(701) 328-8952

sudvoucher@nd.gov

https://www.nd.gov/itd/onlineincident/createincident.aspx
mailto:sudvoucher@nd.gov


Website Links

INDIVIDUAL APPLICATION

https://portalapps.nd.gov/sud-
voucher/individual-application/

PROVIDER PORTAL

https://portalapps.nd.gov/sud-voucher/provider-
portal/

SUD VOUCHER PROGRAM

https://www.behavioralhealth.nd.gov/sudvouch
er

NDLOGIN ACCOUNT REGISTRATION 
https://apps.nd.gov/itd/ldap/registration.htm

https://portalapps.nd.gov/sud-voucher/individual-application/
https://portalapps.nd.gov/sud-voucher/provider-portal/
https://www.behavioralhealth.nd.gov/sudvoucher
https://apps.nd.gov/itd/ldap/registration.htm

